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The Texas Administrative Code §31.48 requires districts to meet with transit agencies quarterly to discuss problems encountered, the need for technical assistance and, if applicable, review transit agency financial records that support requests for payment.   
Transit Agency: 
Project Number: 
Misc. Contract No.: 
Date: 
Billing No.: 
Site Location: 
1.  Purpose of visit:  
2.  Was the visit scheduled 
3.  Does the transit agency submit monthly requests for reimbursements?  
complete Section A of this form.  If no, skip to question 4.  
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PTC Name
PTC Signature
Date
6. Summary of visit? (Attach additional sheets if necessary).   
5. Was an Improvement Action Plan (IAP) recommended? 
Forward copy of IAP.  Attach additional sheets if necessary:  
4. Assistance needed or provided?
Was the transaction recorded accurately in the agency's records/reports?
Was the item charged to the appropriate program?
Is the purchase or expenditure appropriate for transit related activities?
Was the purchase properly authorized?
Was the payment request properly reviewed for accuracy?
Is there an appropriate vendor invoice or receipt?
Is there a canceled check?
Answer the seven questions below for each of the two samples in the matrix to the right.  Note:  If errors are identified, select additional line items and answer the questions below.  Continue the process until a line item can be properly verified.       
Section A
Sample #2 (Oper):
Sample #1 (Admin):
YES
NO
YES
NO
Was backup documentation (i.e. copies of receipts, checks, invoices etc.) retained in the district file to support findings, conclusions, and recommendations?
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